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XXX.1	PURPOSE
This procedure establishes guidelines to administratively drop students from a class for which they have not met all prerequisites and requirements. This allows students to enroll in other classes for which they have met prerequisites/requirements within the add-drop period.
XXX.2	BACKGROUND

Students are normally prevented from enrollment in classes for which they have not met all of the prerequisites and requirements. Students are, however, allowed to enroll in classes during early registration on the assumption they will successfully complete the prerequisite or requirements in which they are currently enrolled.

XXX.3	SCOPE

This procedure affects all enrolled students.

XXX.4	RESPONSIBILITY

The faculty, Advisors, and the Registrar are responsible for ensuring that this procedure is followed.

XXX.5 	PROCEDURE
Early registration:
1. Faculty and advisors ensure that students are on track to complete all prerequisites and requirements to succeed in the following quarter by checking the student’s record. For some courses, this may include attaining a minimum grade threshold in a prerequisite course. 
2. [bookmark: _GoBack]If all prerequisites and requirements will be met, contingent on a successful completion of current classes, the student is allowed to enroll in the course in question using COURSE AUTHORIZATION. 
3. The faculty or advisor informs the student that the class will be administratively removed from the student’s schedule if current coursework is not successfully completed.
Administrative drop: 

4. No later than the first Friday of the subsequent quarter, faculty members are expected to review their class rosters, identifying any students who received a COURSE AUTHORIZATION but did not successfully complete all prerequisites and requirements.
5. Faculty members print out the roster for any applicable classes in which students have not successfully completed all prerequisites and requirements, and writes “No Pre-Req” next to the name of applicable students.. 
6. Faculty members submit the printed class roster to Enrollment Services. 
7. Enrollment Services administratively drops the student from the class.
8. Enrollment Services notifies the student, within three business days, via e-mail, that the student has been dropped from the class. The e-mail informs the student that they should meet with an academic advisor or faculty member to revise their schedule within the add-drop period.
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